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City of Stayton

Administration * Finance
362 N. Third Avenue * Stayton, OR 97383
Phone: (503) 769-3425 - Fax (503) 769-1456

2. The monthly budget/actual reports are distributed to each department head for review. Department
heads are tasked with identifying any irregularities to finance.

3. Prior to signing pay checks, I review the amount of each check. Any significant discrepancies with
anticipated pay are identified and communicated to finance for explanation.

4. Material adjustments to accounts are communicated to the affected department head.

Utilizing the review processes noted above, immaterial inaccuracies or errors are possible, however, we
believe “material” misstatements of payroll related accounting activity would be detected. The additional
work performed by Ms. Chauran with Caselle corrects our “systemic” issues, which created the series of
minor errors identified in the audit.

In addition to the above internal control processes, to gain additional time for oversight and to enhance
segregation of dutics, the City moved a significant amount of cash/check/credit card processing-activity-to
X-press Bill Pay and outsourced utilities and accounts receivable bill printing and mailing to Bend
Mailing Service. We have also restructured our office to implement more productive work stations.

With respect to journal entries, Ms. Chauran created a journal entry binder that shows in detail the
description and approval to any journal entry. The entries are labeled monthly with back up of every entry
made to the JE journal, CD Journal, and CRJE Journal. (All these entries are the manual entry’s). We will
be reviewing recurring journal entries and where possible processing transactions through other
subsidiary systems, such as cash receipts for ACH payments received.

The last two years have been a learning transition in processes and changes for City staff. Ms. Chauran
has taken ownership to investigate the software irregularities issue with Caselle and was diligent with the
support staff at Caselle until the issue was resolved. Ms. Chauran discussed the attached findings with
Ms. Luther-Haynes when she was on site and implemented the changes as recommended.

We appreciate your efforts and assistance as we improve our accounting department operations.

If you have any questions or require anything further, please feel free to contact me.

i 3hy) v

-
Keith Carfipbell, City Manager Date
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